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Letter from the School-Age Program Coordinator

Hello and Welcome to the School-Age Care Program.  I am the School-Age Care
Program Coordinator here at Yokosuka.  I oversee the SAC operations at the Yokosuka
Youth Center, Ikego Youth Center and the Negishi Youth Center.  Our staff looks
forward to working with you for the following years.  Your input, suggestions, kudos and
constructive criticism are always welcome.  Our doors are always open to you and your
family.  Our belief is that if you have a concern, the only way it can be dealt with is if we
know of it.

The purpose of this handbook is to provide you with a quick reference to the School-Age
Care Program here at Yokosuka.  It includes policies and procedures that are important to
the School-Age Care Program and how they relate to you and your children.

Our program puts emphasis on diverse and age appropriate programming that includes:
athletics, arts and crafts, music, low active games, high active games, motivation, self
discipline, self-confidence and much more.  Our partnership with the Boys and Girls
Clubs of America allows us to put these activities into 5 Core Areas.  They include
Character and Leadership Development, Education and Career Development, Health and
Life Skills, The Arts, and Sports Fitness and Recreation.

 In regards to Parent Involvement, we are always looking for parent’s that may have
valuable skills and talents that can be taught to our children.  Let us know if any of you
are interested in this kind of endeavor, and we will be more than happy to set-up
volunteer opportunities.

Once again Welcome to the School-Age Care Program, we hope to create memories with
and for your children that will last a lifetime.

Thank You,

Chris Kasparek
School-Age Care Program Coordinator

“A Hundred Years from now it will not matter what my bank account was,
The sort of house I lived in, or the kind of car I drove…but the world may be different

because I was important in the life of a child.”
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School-Age Care Program Chain of Command

As all of you know, the Chain of Command of any organization is vital to the success of
its programs and also its conflict resolution.  In the case that you have a concern with
your child’s SAC Program please talk with your local SAC Coordinator.  If you find that
you are not feeling comfortable with the situation you may then contact the SAC Program
Coordinator.  Finally if you still are not happy with your situation please contact the
Community Activities Director.

It is essential that if you have any comment or concern please let us know as soon as
possible.  We are not able to take care of situations if we do not know that one exists.

Finally we also have the Chain of Command for kudos and praise for our program.  If any
of our staff members are doing something that you feel needs to be recognized let us
know immediately.

“The place to be happy is here, the time to be happy is now.”
 Robert Ingersoll

Mark Richards
Community Activities Director

241-2209

Chris Kasparek
School-Age Care Program

Coordinator
241-4891

Luz Medina
Yokosuka SAC Center

Youth Director
243-3439

Reggie Riddick
Ikego SAC Center
School-Age Care

Coordinator
246-8301

Natasha Smith
Negishi SAC Center

School-Age Care
Coordinator
242-4131

Counselors Counselors

Counselors
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MWR Mission Statement
We are one team of dedicated professionals in the business of providing positive

experiences through innovative programs and services that will encourage personal
growth and enhance the lives of our customers.

School-Age Care Program Mission:
To offer area children with the opportunity to engage in a variety of age appropriate
activities that promote the emotional, social, mental and physical well being of each

child, based on the participants abilities and interests.

School-Age Care Programs

Before and After School Program:  During the school year, we offer our participants a
quality before and after-school program that offers guidance, education, athleticism,
motivation, self-confidence and self-discipline through age appropriate activities. This
program runs from the first day of school to its finish.  The hours for each specific facility
are listed as follows.

Yokosuka Youth Center Ikego Youth Center Negishi Youth Center
M-F 0600-0700 M-F 0600-0800 M-F 0600-0730

1400-1800 1430-1800 1430-1800

Federal Holidays, Saturdays & Sundays:  Closed

*Note:  Weekdays when school is not in session, but is a regular workday on base,
centers are open from 0600-1800 for School-Age Care only.

The following people are eligible to participate in our School Year and Summer
School-Age Care programs:

a) Youth ages 5*-12 years of age that are SOFA sponsored
dependents of Active Duty personnel, Civilian Employees,
Reservists on active duty or during inactive duty training, and
DoD contractors.

*5 year olds must be currently enrolled and attending elementary
school to be eligible to participate.

Summer Day Camp:  During the summer, we offer our participants a quality
10(sometimes 11) Week Summer Day Camp Program.  The School-Age Care Program
contracts with Camp Adventure Youth Services to provide a high energy, dynamic
summer experience. The summer includes field trips, swimming, skating, and bowling on
top of activities that we already provide during the school year.  This program runs from
the first Monday after
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school is let out to the last Friday before school is opened in the fall. The hours for each
specific facility are listed as follows.

Yokosuka Youth Center Ikego Youth Center Negishi Youth Center
M-F 0600-1800 M-F 0600-1800 M-F 0600-1800

Federal Holidays, Saturdays & Sundays:  Closed

School-Age Care Program
School Year Registration

When a parent is interested in signing their child up for the School-Age Care Program
they will either go to the CDC or School-Age Care Program in their area.  At this time if
there is no waiting list they will immediately fill out the registration form.  Currently our
School-Age Care Programs run with a waiting list, which is maintained by the Central
Enrollment at the Main CDC.  In this case parents will fill-out a DOD Request for Care
Record and their child will immediately be put on the CEWL (Central Enrollment
Waiting List). When a slot opens up for their child, CEWL will contact the parents of the
opening.  The parents will have one week to pick-up and return the Registration Packet
before their open slot is given a way.

Priority for Care
MWR SOP 1710.13

I. Active duty single parents with custody, active duty dual military parents, and
single/dual DOD civilian stateside hires with custody.

II. All other active duty/DOD Civilians with a full-time working spouse or
spouse who is a full-time student.  Regional Commander may decide on a
case-by-case basis whether a spouse employed on a full-time basis but
working within the home qualifies in this category.

School-Age Care Before, After and Before and After School Program

Bi-Monthly Fees

Yokosuka School-Age Care Center
Category      Total Family Income Range  Before School   After-School  B&A School
Category I. $0  -        $28,000 $ 9.00       $36.00    $45.00
Category II. $28,001  -  $34,000 $ 11.00       $42.00    $53.00
Category III. $34,001  -  $44,000 $ 13.00       $52.00    $65.00
Category IV. $44,001  -  $55,000 $ 15.00       $60.00    $75.00
Category V. $55,001  -  $69,999 $ 19.00                  $74.00    $93.00
Category VI. $70,000 and up $ 22.00       $86.00    $108.00
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Ikego School-Age Care Program
Category      Total Family Income Range  Before School   After-School  B&A School
Category I. $0  -        $28,000 $18.00       $32.00    $50.00
Category II. $28,001  -  $34,000 $21.00       $37.00    $58.00
Category III. $34,001  -  $44,000 $26.00       $46.00    $72.00
Category IV. $44,001  -  $55,000 $30.00       $53.00    $83.00
Category V. $55,001  -  $69,999 $37.00            $65.00    $102.00
Category VI. $70,000 and up $43.00       $75.00    $118.00

Negishi School-Age Care Program
Category      Total Family Income Range  Before School   After-School  B&A School
Category I. $0  -        $28,000 $14.00       $31.00    $45.00
Category II. $28,001  -  $34,000 $16.00       $38.00    $53.00
Category III. $34,001  -  $44,000 $20.00       $46.00    $65.00
Category IV. $44,001  -  $55,000 $23.00       $53.00    $75.00
Category V. $55,001  -  $69,999 $28.00       $65.00    $93.00
Category VI. $70,000 and up $33.00       $75.00    $108.00

School-Age Care Summer Program
Fees

Category      Total Family Income Range  1-Child   2nd Child
Category I. $0  -        $28,000 $45.00     $36.00
Category II. $28,001  -  $34,000 $53.00     $42.00
Category III. $34,001  -  $44,000 $65.00     $52.00
Category IV. $44,001  -  $55,000 $75.00     $60.00
Category V. $55,001  -  $69,999 $93.00     $75.00
Category VI. $70,000 and up $108.00   $86.00

Fees are in accordance with Department of Defense guidance and are based on the
“minimum” fee option allowed.

Parents may choose to pay a weekly, bi-monthly, or monthly fee.

School-Age Care Program
Summer Camp Registration

School-Age Care Summer Camp Registration will be held in two phases:
Phase 1: will be for those children that are already in the School Age Care Program.
During this week parents with children already in the SAC program will register their
children for the Summer Camp Program by paying a $25 Non-Refundable Registration
Fee (per family) and registering for as many weeks as they would like.  Payment for the
first week is due the Friday before the Monday of the first week that the child will be
attending and so on and so forth.  For those children that are in our program that do not
get registered during this week, they will need to register during the Open Registration
Period, or Phase 2.  At the end of Phase 1 all remaining slots will be open for Phase 2.
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Phase 2: will be for those children that are not already in our program.  Parents will fill-
out a registration packet at the School-Age Care Program site that they want their child to
attend.(Ikego-Ikego SAC Center, Negishi-Negishi SAC Center, Yokosuka-Thew Gym on
May 21st from 10-2, and the Yokosuka SAC Center after the 21st.)  At that time the parent
will be told if there are any more slots for their child.  If all slots are filled, Parents will
have the option to send their child to one of the other Camps that may have slots.  If there
are no slots left, parents will leave the registration packet with the SAC staff, who will
keep the packet on record.  Parents will then fill out a DOD Request for Care Record and
be put on the CEWL.

Drop-Off/Pick-Up
Parents are required to sign-in and sign-out their child every day.  This includes times
that a parent may be running late.  In the case that a parent is having someone else drop-
off or pick-up their child, the parent must let the School-Age Care Program know before
the drop-off or pick-up.  The School-Age Care Program Staff will ask for an ID
identifying the individuals.  All persons that a parent is planning on picking-up or
dropping off their children should be added to the child’s emergency contact list.

Parents need to be aware of their child’s daily School-Age Care Schedule and know what
times they will be off-site and away from their particular center.  Weekly Newsletters
will have all departure and arrival times and also where children will be during the day.

****If a child is not going to be attending the School-Age Care Program, parents are
required to call the School-Age Care program and inform them.

Self Check-In or Release
(Reference MWR SOP 1710.22A: Self-Release/Check-In for School-Age Care Program)

A parent may want their child to attend a before or after camp activity (example; swim
lessons) which would require the child to walk to or from the pools or an adult supervised
program at a time when the School-Age Care Summer Program Counselors are not
escorting children.  The parent will need to sign the Self-Release Form for each activity
the child will attend and indicate the time of self-release/ and or check-in.  If a child has a
lesson/activity on a day of a field trip, your child must arrive at the School-Age Care
Summer Program before the buses depart or the child will have to remain home that day.
Per the CFAY Supervision of Children Policy, no child under 10 years of age will be
released from the School-Age Care Summer Program to walk home alone.

Weekly Fees
Parents will pay a bi-monthly fee for the SAC School Year Program and a Weekly Fee
for the SAC Summer Camp Program.

Pick-Up
Be on time…
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Sack Lunches and Snacks
Children are required to bring a lunch to the SAC Summer Camp program.  The SAC
Program will be operating under the “No Peanut Rule”.  If this policy changes, parents
will be notified immediately. Children should not bring items that need to be heated.  It is
also recommended that children’s lunches have freeze packs in them.  Children will also
need to bring a Sack Lunch on _ days and no-school days.  The SAC Programs will
provide your children with a morning and afternoon snack.  It is recommended that you
send one or two additional snacks during the summer time.

Withdrawal of Child from the School-Age Care Program
Parents will give a two-week notice, and ensure that their account is paid in full when
discontinuing service for any reason.  In the case that a two-week notice is not given
parents will be charged a two-week separation fee, which is equivalent to the weekly fee,
paid for their child.

Two weeks notice is not required for the Summer School-Age Care Program, but it is
recommended that all parents let the School-Age Care Program know when a child will
no longer be attending our program.

Parent Involvement
Parents are encouraged to become involved in the School-Age Care Program.  Check
with your child’s counselors about parent advisory board meetings, volunteering your
special skills and hobbies when you enroll your child in the program.  We assume the
responsibility of giving assistance with special needs in relation to your child’s
adjustment, growth, and development.  We can also refer your family to the many
community resources available, which may be of additional assistance to you and your
family.  Frequent weekly and monthly newsletters and other periodic notes will help keep
you aware of the School-Age Care Program’s plans and activities.

Parents of children are welcome to visit the program at anytime as an observer.
However, they are required to sign in and out of the facility.  Parents may volunteer as a
chaperone but are required to fill out a volunteer form for any extended volunteering
within the program.  Volunteer opportunities for field trips are limited to space
availability.

Weekly Newsletters
Every Thursday during the school year you will be able to pick-up the following weeks
newsletter.  The newsletter will have all activities, and programming.  It will also have all

field trips, and items that your child will need to bring to the Before and After School
Program.

Discipline
The goal of the School-Age Care Program is to provide all of the children with a safe,
healthy and most important of all, a fun environment.  To accomplish this, it is necessary
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to have a consistent discipline policy that is used for all of the children.  If a child
participates in an incident that puts themselves or another child in an unsafe environment,
the child will be disciplined through positive discussion of their actions and given
alternative positive behaviors to use.  The parent will be made aware of this incident at
the end of the day through a written report.  If the incident occurs twice, the parent will
be called and made aware that if a third incident occurs the child will need to be removed
from the program for the rest of the day and the next day without a refund or credit.  It is
not the goal of the program to remove anyone, but if an unsafe environment is created
then action will be taken.  If a child is behaving in a way that warrants them not to be
allowed to go on a field trip, according to the staff and the School-Age Care Program

Coordinator, the parent will be called and be asked to pick up their child at that time.  It is
not fair to the other children or staff to endanger the safety of the trip.

***All physical violence from one child toward another and/or staff member is treated
seriously.  Parents will be notified in writing in an incident report of the actions.  If a
child shows a pattern of such actions there will be a conference with the parents to
discuss the child’s behavior.  Continued behavior could lead to removal from the
program.

Child Abuse Prevention
All School-Age Care Program Staff are required to report any suspected child abuse or
neglect to Family Advocacy.  A DOD hotline has been established for use by anyone who
suspects child abuse or neglect is occurring.

Call Toll Free:  1-800-336-4592 /1-800-351-9888
Yokosuka Family Advocacy: 243-7878

Sick Child Policy
Children should remain home for the following conditions:  Fever over 100*F, repeated
vomiting, diarrhea, eye redness with drainage, or an infectious disease (i.e. Chicken Pox).
In cooperation with pediatrics, children will be asked to remain at home 24-48 hours after
the first dose of antibiotics for internal illness, unless parents can provide a doctors note
for re-admission into the program the following day.

Illness of Child @ during the School-Age Care Summer Program
Parents will be notified of the child’s illness and must arrange for pick-up within one
hour of notification.

Boys and Girls Clubs of America
The School-Age Care Program is affiliated with the Boys and Girls Club of America,
whose mission is to inspire all young people from disadvantaged backgrounds to realize
their full potential as productive, responsible and caring citizens.  Every BGCA club
provides a diverse program to retain boys and girls with a wide variety of interests and
needs through the Five Core Program Areas.  The SAC uses these Five Core Program
Areas that BGCA provides to better diversify our program.



10

Those Five Core Program Areas are:
• Character and Leadership Development
• Education and Career Development
• Health and Life Skills
• The Arts
• Sports, Fitness and Recreation

Medication
If a child of the School-Age Care Program takes prescribed medication, parents will need
to fill out a medication log for the staff to be able to administer any type of medicine.
Medications will need to be in the original prescription bottle with only the daily dosage
enclosed and will be kept in a locked box/bag.

Touch Policy
All employees are required to sign the touch policy statement indicating that they have
read and understand the SAC Program Policy.  This will be kept in their personnel file.

***Appropriate Touching is touching that creates positive emotional growth in a child.  It
affects the safety and well being of the child.  Examples are:  appropriate lap sitting and
hugging, reassuring touches on the shoulder, holding the hand of a child while crossing
the street and holding a child gently, but firmly during a temper tantrum.

***Inappropriate touching is touching that creates an improper negative effect on the
child.  Inappropriate actions may be unlawful sexual or physical contact between adults
and children. Inappropriate touching could also be an attempt to reinforce the child, or to
“strike out” in response to a problem.  Examples of inappropriate touching include:
requiring children to provide hello or goodbye kisses, spanking, striking, slapping,
grabbing, pinching, holding a child by force, and prolonged fondling.

Dress Code Policy
When doing a Dress Code Policy for School-Age Care Programs it is not so much of
what you cannot wear but what you should wear, and in some cases are required to wear.
Children should always have appropriate, comfortable clothing that can be worn for
outdoor and indoor use.  This is why we recommend that all children have an umbrella,
poncho and an extra change of clothes in their cubbie (locker).  Also your child is
required to have a pair of sneakers for their School-Age Care Program.  Sandals and
Open Toed shoes are not allowed during the school year.  If a child wears these to school,
they are encouraged to bring a pair of sneakers to the center.  Once again it is highly
recommended to keep a pair at the center at all times. Finally take the time in the morning
to check the weather forecast; taking that time will be a huge step in the right direction.

Field Trips
Off-Site Field Trips: Children may occasionally go on off-site field trips during the
school year.  Parents will be given at least one weeks notice for these trips.  It is
important to pay attention to departure and arrival times for all field trips.
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Bowling:  Children may occasionally go bowling at the Yokosuka Bowling Center
during the school year.  Bowling days and times will be given to the parents at least a
week in advance.

Skating:  Children will be skating at Yokosuka Skateland throughout the school year.
Skating days and times will be given to the parents at least a week in advance.  Children
are encouraged to bring their roller skates or roller blades, helmets, and padding on these
days.  If a child does not have this equipment, equipment will be provided to them.

Swimming Pools:  Children may be going to the pool during the school year.  Children
need to bring a Swim Suit/Trunks, Sun Block, and a towel.  Children will be responsible
for the whereabouts of all of their swimming attire.  School-Age Care staff will not be
responsible for lost swimming items.  Days and times will be given to the parents at least
a week in advance.

Money on Field Trips:  Children are allowed to bring money on field trips off-site.  This
money may be used for souvenirs or snacks.  Counselors are not responsible for lost or
stolen money.  It is recommended that parents send 500-1000 yen with their child.
Parents should not send money for their child to purchase a lunch on the field trip.

***If during the school year there is a field trip that your child does not want to attend,
it is the parent’s responsibility to find alternate care for that day.  Your child’s fee will
not be reduced or refunded in this situation.

Toys and Electronics
Electronics, toys and game cards such as Pokemon are not allowed in the School-Age
Care Program.  These items may be brought on some field trips to entertain your children
on the buses.  In this case, you will be informed ahead of time.  We attempt to provide all
necessary toys and equipment to provide a safe, fun environment for all children.

Local School Information
• Sullivan’s Elementary School:

DSN:  243-7336/7329
Fax:    243-7865
From the States:  011-81-616-043-7336

                011-81-616-043-7329
 Fax:   011-81-616-043-7865
Address:  Sullivan’s Elementary School

PSC 473 Box 96
FPO AP 96349-0096

Principal: Dave Russell
• Yokosuka Middle School:

DSN:  243-7579
Fax:   243-5563
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From the States: 011-81-6160-43-7579
Fax:   011-81-6160-43-5563

• Ikego Elementary School:
DSN:  246-8320
Fax:    246-8324

From the States:  011-81-46-872-8320
Fax:   011-81-46-872-8324
Address:   Ikego Elementary School

PSC 473 Box 300
FPO AP 96351-0300

Principal:  Jim Journey
• Richard E. Byrd Elementary School:

DSN:  242-4815
Fax:    242-4870

                        From the States:  011-81-45-661-4815
Fax:   011-81-45-661-4870

Address:   R.E. Byrd Elementary School
PSC 472- Box 12

Principal:  Sara Porter
• Nile C. Kinnick High School:

DSN:  243-7392
Fax:    243-7278

                        From the States:  
Fax:   
Address:   Nile C. Kinnick High School

PSC 473 Box 95
FPO AP 96349-0095


